
 

 

Typist Clerk 
1 yr clerical exp. 

Secretary 
HS Grad or GED Cert; 

& 3 yrs clerical exp 

Requires add’l training or educ. 
to qualify for promotion 

PROMO LATERAL 

CITY OF TORRANCE 
Administrative Support/Professional Series 

Career Ladder 

Deputy City Clerk 
4 yrs of exp. performing professional 

admin. support & complex office admin. 
duties w/in a public agency, including 1 yr 
exp in a supervisory or mgmt position: & 
valid Class C CDL. BA in business/public 

admin, or closely related field. 

Records Mgmt Coordinator 
3 yrs increasingly responsible 
records mgmt. exp. or admin. 
exp. involving filing systems; 

valid Class C CDL.  

Senior Administrative Asst 
HS Grad or GED Cert ; &  
3 yrs administrative exp 

Supervising Administrative Asst 
HS Grad or GED Cert ;& 4 yrs 

admin/exec exp 

Administrative Analyst 
BA Public Admin or related 

field; & 1 yr professional exp. 

Senior/Business Manager 
BA in business/public admin.; & 2 
yrs of progressively responsible 

admin. or analytical exp.  


